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Chapter 6
Reports and Graphs

Objectives

After completing this chapter, you should be able to:
« Describe several types of QuickBooks Reports (page 163)
e Set QuickBooks Preferences for cash or accrual basis reports (page 164)
e Create several different accounting reports (page 167)
o Create several different business management reports (page 177)
» Create graphs (page 182)
e Customize the look of reports and filter the data on reports (page 184)
¢ Memorize and group reports (page 190)
e Process and print multiple reports in batches (page 192}
e Use the Search command to find transactions (page 195)
« Use QuickZoom to see the “numbers behind the numbers” on reports (page 199)
« Export reports to spreadsheets for further analysis (page 201)

Restore this File

This chapter uses Reports-12.QBW. To open this file, restore the Reports-12.QBM
file to your hard disk. See page 8 for instructions on restoring files. If you'are
using QuickBooks Premier Accountant, we recommend that you toggle to '
QuickBooks Premier General Business as described on page Xx. o

QuickBooks reports allow you to get the information you need to make critical business
decisions. In this chapter, you'll learn how to create a variety of reports to help you manage
your business. Every report in QuickBooks gives you immediate, up-to-date information about
your company’s performance.

There are literally hundreds of reports available in QuickBooks. They allow you to work with
the numbers so that you can look at your data in any way you wish. In addition to the buiit-
in reports, you can modify reports to include or exclude whatever data you want. To control
the look of your reports, you can customize the formatting of headers, footers, fonts, or
columns.

When you get a report looking just the way you want, you can memorize it so that you can
quickiy create it again later.

Types of Reports

There are two major types of reports in QuickBooks — accounting reports and business
management reports. In addition, most reports have both “detail” and “summary” styles.
Detail reports show individual transactions and summary reports show totals for a group of
transactions.

Reports and Graphs — Objectives
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Accounting reports contain information about transactions and accounts. For example, the
Profit & Loss report is a summary report of all transactions coded to income and expense
accounts for a specified period of time. Your accountant or tax preparer will need several
accounting reports from QuickBooks in order to provide accounting and tax services for your
company.

Business management reports are used to monitor different activities of a business to help
plan workflow and review transactions that have already occurred. These reports provide
critical information that you need to operate your business. For example, the Customer Contact
List report shows addresses, phone numbers, fax numbers, and other information about
Customers. The Collections report provides information you need to follow up on Invoices that
are past due. The Sales by Item report shows business managers how well each product and
service is selling.

Report Type Example Reports

Accounting Profit & Loss, Balance Sheet, Trial Balance, Cash Flow
Forecast, General Ledger, Trial Balance

Business Open Invoices, Unpaid Bills Detail, Check Detail, Sales

Management by Item Detail, Item Profitability, Customer Contact :
List, Item Price List, Time by Name, Stock Status by Item |

Tabie 6-1 Types of QuickBooks reports

Cash Versus Accrual Reports

QuickBooks can automatically convert reports from the accrual basis to the cash basis,
depending on how you set your Preferences or how you customize reports.

If you use cash basis accounting, you regard income or expenses as occurring at the time you
actually receive a payment from a customer or pay a bill from a vendor. The cash basis records
(or recognizes) income or expense only when cash is received or paid, no matter when the
original transaction occurred. If you use accrual basis accounting, you regard income or
expenses as occurring at the time you ship a product, render a service, or receive a bili from
your vendors. Under this method, the date that you enter a transaction and the date that you
actually pay or receive cash may be two separate dates, but income (or expense) is recognized
on the day of the original transaction.

You can set the default for all QuickBooks summary reports to the cash or accrual basis by
selecting Cash or Accrual in the Summary Reports Basis section of the Reports & Graphs
Preferences window. Follow these steps:

COMPUTER PRACTICE
Step 1. Select the Edit menu and then select Preferences.
Step 2. Click on the Reports and Graphs preference,
Step 3. Click the Company Preferences tab.

Note:

If you are in multi-user mode you will need to first switch to single-user mode to
change company preferences.

Step 4. To set the basis to match your company’s finances, click Cash or Accrual in the
Summary Reports Basis section (see Figure 6-1). For this chapter, leave the basis set to
Accrual.
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Figdre 6-1 Preferences for Reports and Graphs

Step 5. Ciick OK to save your changes (if any) and close the Preferences window.

Did You Know?

In QuickBooks, you can leave the Reporting Preferences set to the accrual basis for
internal management reporting purposes and then create cash-basis reports for
tax purposes.

Irrespective of the default setting in your Preferences, you can always switch between cash and
accrual reports by modifying reports. To convert the report basis from accrual to cash on any
report, follow these steps:

COMPUTER PRACTICE

Step 1. Click the Reports icon on the fcon Bar. There are now three different views for
previewing the reports, Carousel, List, and Grid.

Step 2. Click on Carouset View in the upper right corner of the Report Center.

Step 3. Select Company & Financial from the list on the left of the window, if it is not

already selected. Profit & Loss Standard is the first report (see Figure 6-2).

You can choose other reports by moving the slider at the bottom the window. You
can also choose a date range from the Dates fields at the bottom of the window.

Step 4. Double click the Profit & Loss Standard report image in the Report Center.
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Figure 6-2 Carousel View in the Report Center

Step 5. Click the Customize Report button at the top left of the Profit & Loss window.
Step 6. Set the Dates fields from 01/01/2015 and To 01/31/2015. Press Tab.
" Step 7. Click Cash in the Report Busis section (see Figure 6-3),

Step 8. Click OK to save your changes and display a Cash Basis Profit & Loss report for
January 2015.

Step 9. Close the Profit & Loss report window.
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Figure 6-3 Select the Cash report basis in the Modify Report window
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Accounting Reports

Profit & Loss

expenses for a given period.

There are several built-in reports that summarize a group of transactions. These reports help
you analyze the performance of your business.

The Profit & Loss report (also referred to as the Income Statement) shows all your income and

As discussed earlier, the goal of accounting is to provide the financial information you need to
measure the success {or failure) of your organization, as well as to file proper tax returns. The
Profit & Loss report is one of the most valuable sources of this financial information.
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COMPUTER PRACTICE

Step 1. From the Report Center, click Grid View to choose a report from a different view (see
Figure 6-4).

Step 2. Select Company & Financial from the list on the left of the window if it is not
already selected, and then double click the Profit & Loss Standard report in the
upper left of the Grid View.
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Fr'gure 6-4 Grid View of the Report Center

Step 3.
Step 4.

Set the Dates fields Ffrom 01/01/2015 and To 01/31/2015. Press Tab.

The Profit & Loss report (see Figure 6-5) summarizes the totals of all your fncome
accounts, followed by Cost of Goods Sold accounts, then Expenses, then Other Income,
and finally Other Expenses. The total at the bottom of the report is your Net Income
{or loss) for the period you specified in the Dates fields. The Profit & Loss report is a
company’s operating results, normally for a period of 12 months or less.

Note that the window shown in Figure 6-5 is not the complete report. You will have
to scroll down to see the remainder of the report. Do not close this report.
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Figure 6-5 Upper portion of the Profit & Loss.report (scroll down to see the remainder)
Analyzing the Profit & Loss Report

The first section of the Profit & Loss report shows the total of each of your income accounts for
the period specified on the report. If you have subaccounts, QuickBooks indents those
accounts on the report and subtotals them. Notice on Figure 6-5 that the Services income
category has two subaccounts: Photography Services and Development Services. To hide
subaccounts on this report (or any summary report), click the Collapse button at the top of the
report.

The next section of the report shows your Cost of Goods Sold accounts. You use these accounts
to record the costs of the products and services you sell in your business (e.g., inventory, cost
of labor, etc.). If you use Inventory Items, QuickBooks calculates Cost of Goods Sold as each
Inventory Itemn is sold, using the average cost method. (See the Inventory chapter beginning on
page 233 for more information on how QuickBooks calculates average cost.)

The next section of the report shows your expenses of the business. Use these accounts to
record costs associated with operating your business (e.g., rent, salaries, supplies, etc.).
Expenses are generally recorded in QuickBooks as you write checks or enter bills, but can also
be recorded directly into a register or as a journal entry.

The next section of the report shows your Other Income/Expenses accounts. Use these accounts
to record income and expenses that are generated outside the normal operation of your
business. For example, if you provide accounting services but sold an old business computer
to a relative, the income generated from the sale would be classified as Other Iricome because it
was generated outside the normal operation of your business.

At the bottom of the report, QuickBooks calculates your Net Income — the amount of your
revenue less your Cost of Goods Sold and your operating expenses. You may want to view
your expenses (such as rent, office supplies, employee salaries, etc.) as a percentage of total
income to help you locate excessive expenses in your business.
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COMPUTER PRACTKKE
Step 1. Click the Customize Report button at the top left of the Profit & Loss report.

Step 2. Click the % of Income box {see Figure 6-8).
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Figure 6-6 The Modify Report window

Step 3. Click OK.

The Profit & Loss report now has a % of Income column (see Figure 6-7), aliowing you
to quickly identify numbers that deviate from the norm. Familiarize yourself with the
percentages of expenses in your business and review this report periodically to make
sure you stay in control of your expenses,
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Figure 6-7 Modified Profit & Loss report
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Step 4. To find the details behind any of these numbers, you can use QuickZoom (explained
on page 199). Double-click the Cost of Goods Sold line item amount of 2,397.92 in
the report (see Figure 6-7).

The report shown in Figure 6-8 shows each transaction coded to the Cost of Goods
Sold account, Double-click on any of these numbers to see the actual transaction.

. . T
SR L N vy B

: ] {owonze J.oont: | Emele| Susls| |adeiioader.| [Befiesh.)

i . From 010172015 W vo [o1/sy/m1s Mitotaly Acounthst o /SortBy[Detmit .

I

’! Academy Photography Reports Chapter

! Transaction Detall By Account

1 January 215

i;' Bule -+ Hem o Koo ° Memo o Chw  oCk- Spiit o _Amouwnt o

L 5000 - Cast of Gaode Soid

! GVOB2015 2095103 Crux, Merm:Branch Qpening Suprs Dighel Camers SRYZ Waadtut Craek 1£00] - Accounts Receiable A50.00 4

1 1MAA0ES 2045403 Cruz, Maris Branch Gpenhg Supra Zoom Leah Wahot Creek 11000 - Accounts Receiabla 18459

I OUDEZ0TS 2045103 Cruz, MarsBrsnch Opening Camern snd Lans High impact Case Viaut Cresk Ho00 Accounts Receivable 4500

‘f HOBMI0EE 2015104 Mason, Bob Pcture Fram - 5 x 7 Meisl Frama San Jose 1008 - Acoounts Recelvabie 845

H 1202015 2015108 Cruz, Marw:Branch Opening Supra Diphsl Csmera SR32 San Jose 1304 - Acecunis Receivable 450.00

i 01/22015 2015108 Crur, Mana:Branch Opaning Picture Frame - 5 x T dtetal Frame SanJase MO0 - Accounts Receivable 2150

I 202015 2015106 Cruz, Marm:Branch Opening Supee Zoom Leny San Josa 000 - Accoums Recehable 184.95
0202015 2015-i08  Cruz, MatiBranch Opening Suprs Dipita) Camem SR1Z San Jase HO00 - Accounts Recalsble 450.000
/20285 2015108 Cruz, Wadia Branch Opaning Camwra and Lens High Impact Case San Josa 11000 - Accounts Receivable 4500
HZ2MS 2015188 Cruz, Marim:Branch Opening Supra Zonm Lens S#h Josa 11080 - Accounts Recaivable 184.06
Q292015 5055 Helh Dininboting Walu Creek 20000 - Accounds Peyable 400.00
MI0R01S 50550 Nelin Distributing Retemn Viainat Creek 20000 - Ateounts Payable =250

Totsl 50000 - Cost of Gonda Sold 2,351 92
! - 215
£

Figure 6-8 Transaction Detail by Account report for the Cost of Goods Sold account

Step 5. Close both open reports.

Profit & Loss by Class Report

To divide your Profit & Loss report into departments (or Classes), use the Profit & Loss by Class

report.

COMPUTER PRACTICE

Step 1. From the Report Center, click the List view (see Figure 6-9)

Step 2. Select Company & Financial from the menu on the left if it is not already selected,
then double click the Profit & Loss By Class report in the Profit & Loss (income

statement) section,
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Figure 6-9 List View in the.Repont Center

Step 3. Enter 071/01/2015 in the From field, enter 07/31/2015 in the To field at the top of the
report, and press Tab.
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Step 4. Your report should look like the one shown in Figure 6-10. Notice that totals for each
Class are displayed in a separate column,
Academy Photography Reports Chapter
Profit & Loss by Class
Accrual Bagis january 2015 4
& San Jose + Walnut Creek ¢ Unclassified ¢ TOTAL o f:]
Ordinary Income/Expense ;
income 3
40000 « Services
40200 - Photography Services » 1.385.00 41,760.00 0.00 3.145.00 i
40500 : Development Servicas 380.00 1,140.00 6.00 1.520.00 .
Total 40000 - Services 1,765.00 2,500.00 0.00 466500 |
45000 - Sales 3,134.82 1100.97 0.00 4 23578
Total Income 489082 4,000.97 0400 £,900.79
Cost of Goods Sold 5
50400 - Cost of Goods Sold 1,342.93 1,054 99 .00 239792 3
53000 - Purchase Dicounts 0.00 252 0.00 28
Total CCGS 1,342.93 1,052 47 0.00 2,395.40 Z
Gross Profit 3,556.88 294850 .00 6,505.39
Expense
64000 - Office Supplies 12866 6.00 126.00 254 60
87100 - Rent Expense 1,600.00 1,600.00 0.00 3,200.00
68600 « Utllities 0.00 276.52 0.00 276.52
Total Expense 1728680 1,876.52 126.00 373.12
Net Ordinary Income 1,828.28 1,071.98 -126.00 277427
Ketlncome 1,828.25 1.071.98 -126,00 2,774.27

Figure 6-10 Profit and Loss by Class report

This report includes an Unclassified column, as shown in Figure 6-10, which means that some
of the transactions were not assigned a Class. To classify the unclassified transactions, follow
these steps:

Step 5. Double-click to QuickZoom on the 126.00 amount in the Unclassified column under
Office Supplies. This will bring up the Transaction Detaif by Account report.

Step 6. Double-click to QuickZoom on the 126.00 amount again. This opens the Bill from
Ace Supply.

Step 7. Assign the Class Walnut Creek to the Bilf as shown in Figure 6-11.
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Step 8. Save and Close the Bill.
Step 9. The Report needs to be refreshed window appears. Click Yes to refresh the open
reports.

Step 10. Close the Transaction Detail by Account report. The Profit & Loss by Class report no
longer has an Unclassified column (see Figure 6-12).

Step 11. Close this report.

'7v.$] From ; 01/01/2015 fE To Eowmxs@ Ouilrr_s
Academy Photography Reports Chapter
Profit & Loss by Class

Accrual Basis January 2015
+ Sanjose  + WalnuiCraek o TOTAL e

Ordinary Income/Expense

income
40000 - Services
40200 - Photography Services  1,385.00 1,780.00 3,145.00
40500 - Developmant Services 380.00 1,140.00 1.520.00
Total 40000 - Services 1,765.00 2,500.00 4,655.00
4E000 - Snles 313482 1,100.9?7 423579
Total Income 459982 4,000.97 8,500.79
Cost of Goods Sold
50006 « Cozt of Goods Sold 1,24293 105499 239792
5 £3000 « Purchase Diccounts 0.00 -2.52 -2.52
‘& Tota! COGS 134283 1.052.47 2,395.40
i Gross Profit 3,556.89 2,348.50 6,505.39
v:
B Expense
; S4900 - Office Supplies 128.60 126.00 p 25460 4
67400 - Rent Expensze 1,600.00 1,600.00 3,200.00
68600 - Utilities 0.00 276.62 276.52
Tota! Expense 1,72860 200252 3731.12
K
2,
F Ket Ordinary lncome 1,828.29 245.98 277427
E Het ncome 1,828,280 445698

e R SR

Frgure 6- ‘12 Profrt & Loss by C!ass w:thout Unclass:fred Column
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Note: ey

When using Classes, be sure to always enter the Class as you are recording each
transaction. This prevents any transaction from be:ing recorded as “Unclassified.”
For transactions that do not fall within the normal operating activities of one of
the classes in your company file, use a general Class such as Overhead. '

To ensure that transactions are always assigned to Classes, set Preferences so that QuickBooks
will prompt you to assign a Class before completing the transaction. To learn more about
these Preferences, see page 205.

Profit & Loss by Job Report

To divide your Profit & Loss report into Custorers or Jobs, use the Profit & Loss by Job report.
This report, sometimes called the Job Cost report, allows you to see your profitability for each
Customer or Job. This information helps you to spot pricing problems, as well as costs that are
out of the ordinary. For example, if this report showed that you lost money on all the Jobs
where you did an outdoor session, you would probably want to adjust your prices for outdoor
photo shoots. Similarly, if the cost on one Job is significantly higher or lower than other Jobs
of similar size, you might look closer at that Job to see if adjustments are needed to control
costs.

COMPUTER PRACTICE
To create a Profit & Loss by Job report, follow these steps:

Step 1. From the Report Center, select Company & Financial and then double click the
Profit & Loss By Job link in the Profit & Loss (income statement) section.

Step 2. Enter 01/01/2015 in the From field, enter 01/31/2015 in the To field, and press Tab
(see Figure 6-13).

Step 3. After you view the Profit & Loss by Job report, close all open report windows.

Academy Photography Reports Chapter This report shows the Income

Profit & Loss by Job and expenses of each Customer
(| AccrusiBasis January 2015 and Job.
r Sranch Opening.

¢  (Cruz, Maris) o Total Crur, Maria ¢«  Mason,Bob  » TOTAL °

Ordinary Income/Expense

fncome
40004 - Services
40200 - Photography Services b 1,760.00 41,760.00 1,385.00 314500
40500 - Davelopment Services 190.00 150.00 1,330.00 1,520.00 k
Total 40000 - Services 1,950.00 1,950.00 2,715.00 4.665.00
;_ 450600 - Sales 3282.82 3,282.82 952.97 423579
‘s Total income 5,232.82 5,232.82 3,667.97 8.900.79 ¥
3
Cost of Goods Sold L
50000 - Cost of Goods Sold 2,016.47 2,016.47 6.45 202292 b
Total COGS 2,016.47 2,016.47 8.45 202292 i
Gross Profit 3,216.35 3,216.35 3,681.52 687787 ?
Het Ordinary Income 3,218.35 3,218.35 3,661.52 687787
Het income 216.35 3,245.35 3661.52 8877.87

¥
p
;,'] £

i S e e S L L e

F:gure 6 73 Profrt & Loss by fbb report
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Balance Sheet

Another important report for analyzing your business is the Balance Sheet. The Balance Sheet
shows your financial position, as defined by the balances in each of your assets, liabilities, and
equity accounts on a given date.

COMPUTER PRACTKE
Step 1. From the Report Center, select Company & Financial and then double click the

Balance Sheet Standard report in the Balance Sheet & Net Worth section. You may
need to scroll down.

Step 2. Enter 01/31/2015 in the As of field and press Tab. In Figure 6-14, you can see a
portion of the Balance Sheet for Academy Photography on 01/31/2015.

Tip:

Familiarize yourself with how your Balance Sheet changes throughout the year.
Banks examine this report very closely before approving loans. Often, the bank
will calculate the ratio of your current assets divided by your current liabilities,
This ratio, known as the current ratio, measures your ability to satisfy your
debts.

E[]EalmSﬁuE o -

Customize Repot || Share Template | [Mamng[hn;‘{sm Esgcd_-] [#ace Headaﬂ[

Dates |Custom « Asof'01/31/2015[@] Cohmns |Totalony
Academy Photography Reports Chapter

Balance Sheet
Accrual Basis As of January M, 2015

o Jand, 16+
ASSETS
Carrent Assets
Choecking/Savings

10100 - Checking 3 17.426.71 4

10200 - Money Market 12,100.00

10300 - Savings 500.00
Teotal Checking/Savings 30,026.71

Accounts Receivable

000 - Accounts Receivable 441147
Total Accounts Receivable 4 411,47
Other Current Assets
12400 - inventory Asset _£835.75
Total Other Currant Asseta 543575
Totst Current Asaets 3%,573.93
Fixed Assets
16000 : Furniture and Equipmaent 1325000
17000 - Accumulated Depreciation -1,325 00
Tolal Fizxed Assels 11.925.00
TOTAL ASSETS 51,498.93
VIABILITIES & EQUITY

Liahiligao

Figure 6-14 Balance Sheet for Academy Photography on 01/31/2015

Statement of Cash Flows

The Statement of Cash Flows provides information about the cash receipts and cash payments
of your business during a given period. In addition, it provides information about investing
and financing activities, such as purchasing equipment or borrowing. The Statement of Cash
Flows shows the detail of how you spent the cash shown on the company’s Balance Sheet.
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COMPUTER PRACTICE

Step 1. From the Report Center, select Company & Financial and then double click the
Statement of Cash Flows report in the Cash Flow section.

Step 2. Enter 07/01/2015 in the From field, enter 01/37/2015 in the To field, and press Tab.

On the report shown in Figure 6-15, you can see that aithough there was a net
income of $2,774.27, there was a net decrease in cash of $532.89 during the first
month of the year, Bankers look closely at this report to determine if your business is
able to generate a positive cash flow, or if your business requires additional capital to
satisfy its cash needs.

Step 3. After you view the Statement of Cash Flows report, close all open report windows,

7] From ooy B o o]
Academy Photography Reports Chapter
Statement of Cash Flows

| Dates | Custom

T g ol

January 2613
¢ _Jan15 <
OPERATING ACTIWITIES
Net income b 277427 4
Adjastments to reconcile Net Income
to net cash provided by operations:
11000 - Accounts Roceivahle -3,760.54
12400 - inventory Asset 202292
20000 - Accourts Payable 233.00
22000 - National Bank VISA Gokd -2,152.00
25500 - Sales Tax Payable 34946

Het cash provided by Operating Activiies 53289

L
§'
;;
B
|
i
gi

Ret cash increase for period -532.8%
Cash at beginning of period 306,558.60
Cash at end of pariod 30,026.7¢

Figure 6-15 Statement of Cash Flows .report= =

General Ledger

The General Ledger shows you all of the activity in all of your accounts for a specific period.
COMPUTER PRACTICE

Step 1. From the Report Center, select Accountant & Taxes from the list of report categories
on the left of the window and then double click the General Ledger report in the
Account Activity section. If the Collapsing and Expanding Transactions window appears,
read it and click OK.

Step 2. Enter 07/01/2015 in the From field, enter 01/31/2015 in the To field, and press Tab
(see Figure 6-16).
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- - =
1l Generaf Ledger ’ : ) N
Customize Report | [ Share Template | | Memorize (Pring { €-mof » [ Excei ] [Hde Hepder | [ Rekesh |
Dates  Custom w | From 016172015 (W] To 013177015 [, Sort By /DeFendt - The General Ledger shows the
Academy Photography Reports Chapter detall of all the activity In each
General Ledger account for a specifled perlod.
Accrual Basis As of January 31, 215
¢ Type * Date + Hum - Hame - Momo - Split « Amount o Halance o I .
40400 - Checking 17,355.60 - :
Cherk 042018 326 Veley Gas 3 Flact Mectd 123556 62600 Utibies 27657 1768308 4 E 4
Check 0Ues2015 227 Grianda Properties Reql for San Jose ~SALT- -3.200.00 14,483.08 o
Chack 0052815 128 Ace Supply Ao 43-234 84900 - Offics Suppies 12880 14,354.48 3
Depast BUEO2E1E Depost -SPLT- 342966 17,754.14 E
BAPmt -Check 2072015 EQD4 Ace Supply Dert# £3.224 ~SPLT- 12348 17 670.66 -
B@ Pmt -Chack 0172072015 6003 Wwong & Sonvideo  Video Production Costs 20000 - Accounis Payabls S1420¢ 1752866 h
Deposd 0172172015 Depesi 12000 - Undeposied Funds 205005 195787 3
Check Q1302015 370 HabonalBank 123642341224 4235 2008 - Hatianal Dank VISA Gokd 215200 1742671
Tolal 10100 Checing 53289 1742671
12,1
\ 90.00

Figure 6-16 General Ledger - Activity in all accounts for a specific period

Trial Balance

The Trial Balance report shows the balance of each of the accounts as of a certain date. The
report shows these balances in a Debit and Credit format. Your accountant will usually
prepare this report at the end of each fiscal year.

COMPUTER PRACTICE
Step 1. From the Report Center, select Accountant & Taxes and then double click the Trial
Balance report in the Account Activity section.
Step 2. Enter 071/01/2015 in the From field, enter 071/31/2015 in the To, field and press Tab
(see Figure 6-17).
( e R e SO e WL R rin T LU i iy e o R TR SIS 57
1 Trial Balance ' - T Y e
[ Costoyze Report ]_{Share Templte ] _[ Memarie ) Prni | £l + ] Ext ]| rideegoer ] Colog
Dates ' Custom v From |01/01/2015 W] To i01/31/2015 [M] SortBy | Defauit
Academy Photography Reports Chapter This report gives a
Trial Balance summary of each
Accruzi Basis As of January 31, 2015 account as of a
Jan 34, 15 specific date.
o_Debit ¢ Credit o
101040 - Checking b 1742671 4
10200 - Money Market 12.100.00
40300 - Savings 500.00
10800 : Journal Entries ¢.ao
1000 * Accounts Receivable 4,411.47
$2000 - Undeposited Funds 00
42100 - Inventory Asset 513575 i
45000 - Furniture and Equipment 1325000
17000 * Accurnuisted Depreciation 1,325.00
20000 - Accounts Payable 375.00
22000 - Hational Bank VISA Gold 0.00
240040 - Payroll Lisbilitie s:24010 - Company Pay... 368.00
24200 - Line of Credit §,700.00
25504 - Sales Yax Payabie 48912
27600 - Truck Loan 12,000.00
300840 + Opening Bal Equity 0.06
30400 - Capital Stock 10,000.00
32000 - Retained Eamings 18,792.54
40000 - Services:40200 - Photography Sarvices 3,145.00
40000 - Services: 40500 - Development Services 1,520.00
45000 + Sales 4235.79
50000 - Cost of Goods Sold 2,397.92
53000 - Purchase Dizcounts 252
64900 - Office Supplies 254.60
67100 * Rent Expense 3,200.00 ;
£8600 - Utilitias 276.52 |
TOTAL 58,952.97 53,952.97 :

figure 6-17 Trial Balance - Balance of each account as ofa sbecfﬁc date
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Step 3. Close all open reports.

Voided/Deleted Transactions Summary Reports

The Voided/Deleted Transactions Summary 1eport shows transactions that have been voided or
deleted in the data file. This report assists accountants in detecting errors or fraud. This feature
is very useful when you have a number of users in a file and transactions seem to “disappear”
or change without explanation. The standard version of this report presents the transactions
in a summmary format (see Figure 6-18).

1 e s T
todfy Regort.,, | [ semarie.. [P {Emal~ [ Baport.. ! | Fidetiegder | [Rebioth |
Do EveredhastModled N - Fom [H} 7o [}

Academy Photography Reperts Chapter

Voided/Deleted Transactions Summary
Enteted/Last Modifled

Hum Action « Entoradiiust Uodified ¢ Odte  + Kame s _Memo +_ Acount e _ SpM e Amount e

009.0  DeleieoTransacton 0912009 155533 000 -

20090 Added Transschon  DV11/2009 18:55.20 CVIN2009  Academy Traking . 9K Ealmmus  SAUT 5500
Estimate ¢ Tt

[ Doleted Transacton 032872015 00 15:08 [

° AdOed Thngacion  D22018 00.15.01 03772010 hesdemy Training . 0000 - Estrstes  -SPUM- #5:30
Gonaral toums! 2080

2080 Deleted Trensacton  DMIVZ006 13.3205 200

20080 Added Transacton  DMINZO0S 133159 WIVE03 16100 Checking 10200 Lione [ -

Figtire 6-18 Voided/Deleted Transactions Report

The Veided/Deleted Transactions Detail report shows all of the line items associated with each
affected transaction. This feature makes the original transaction information available so that
it can be recreated if necessary (see Figure 6-19).

g T

Hodify Regart.., | m _!'Prn_g... }M-Imu;n... ; ]
Datz Enterediast Modifed LAl . virpm:  [Elte! Y
Academy Photography Reporis Chapter
Volded/Deleted Transactions Detail &
Enterad/Last Modified B

Hum + Action o Enthregrast Moddfisa o Data o Hama o MEamo ¢ Account . Spiit . Dbt o Cregt = i
Transscdons eatersd or modifiad by Admin »
Depoait _
» Detetas Transactivn QY2009 16:59 26 0 4
Changed Trensecl..  G311R00% 16.52 3 o1r1a2009 Depost 10100 Cheching ST 3447.53
374 Cruz Maris Brare. . 12000 - Usjapask 10440 - Chec 22673
3876 Kason, Bob: 12000 - Undepost 10100 - Chac 1,480 23
Chenged Traraact  03M2006 13153 01152008 Dapask 10100 - Chacking SRR 3,847 51
3578 Craz, MarinBrarc. 12000 - Undepask. . 10100 - Chec. 2267
9878 Haxn, 83k 12000 undepeat. 10100 Chec . 113022

Figure 6-19 Voided/Deleted Transactions Detail Report

Business Management Reports

In the following Computer Practice exercises, you will use QuickBooks to create several
different reports that help you manage your business.

Customer Phone List

The Customer Phone List shown in Figure 6-20 is a listing of each of your customers and their
phone numbers. To create this report, follow these steps:
COMPUTER PRACTICE

Step 1. From the Report Center, select List and then double click the Customer Phone List
report in the Customer section to display the report (see Figure 6-20).
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il Academy Photography Reports Chapter
i Customer Phone List

@ Customer < Phone °
] Academy Training Institute 781-555-1311 4 - L
Anderson Wedding Planners 408-555-1643 3

Anderaon Wedding Planners:Kumar, Sal..  408-555-1643
Anderson Wedding Planners:Wilson, Sa...  40B-555-1843

Berry, Ron 925-555-5544

Cruz, Maria 925-555-5344 3
Cruz, Maria:Branch Opening 925-555-8344 ’
Easley Businezs Services 256-555-1344 3
Feng, Tim 408-555-8297 - :

Narrican [ ARG ECC AnDdh 5

Figure 6-20 Customer Phone List report

Vendor Contact List

The Vendor Contact List shown in Figure 6-21 is a listing of your vendors along with each
vendor’s contact information. To create this report, follow these steps:

+ . .
Step 1. From the Report Center, select List and then double click the Vendor Contact List
report in the Vendor section to display the report (see Figure 6-21}.
o I Tt = P i =
S A AR ; 5 L5

Modbfy Report... | | Mesorge... { Ponl... | Emad » f Export... | [ i | Refregh | Sort 8y |Default . :
i
Academy Photography Reports Chapter i
Vendor Contact List :
“ Vendor ° Ascount Ho. - Rill fram < Contact 3 Phans e Fax = Balance Totel < H
» Ace Suppty Acci® 4334 Ace Supply 435 Race Streel, Sile 1 Hayward, CAQ..,  Asiene Sianiey S10-555-4546 0.08 4 {
Boawel Conauting Boawed Consuling PO. Bun 820 Oaklond, CA 4610 StevenBoswed 5105557576 a9t f
CalTakphone 415-555-2062- 8053 Cal Tolephane PO. Box #1100 San Feancsco. CAB44G2 4¥5-555-438% 2.80 |
Chy ol San Jose Gty of San loae 100 Nain 51 Son Jose, CA 4326 85554342 .00 i

Ciy of Visnut Creek City of Wainut Cresk Sty Ha1 R0 Box 1 Walnut Crbe 975 555-8500 (2]
Empieymant Development Depariment Empioyment Development Depertment P.O. Box 12345... 9165557663 [ %] f
Express Debvery Service Expreas Debvery Service PO Box 15224 Sacramen 9185654444 0.00 ;
Jursa Clfice Supply Jones Cffick Supply P0O.80x 6358 Sacramiante, CA.. $16-555-7689 0.0 ¥
Uerril Lynch HerrliLyrch PO, Bax 261240 Sacramente, CA29S 65657332 0.00 I
Haloral Benk HNafional Bant. PO_ Box S22 Sen Jocw, TA 04326 4085551255 00 i
Hells Chtrbuthg Nefis Dabrbuting PO. Box 5033 Concots, CAS451H Susen Hells 825-555.3322 LX) b

Orkenda Froparies CGriando Properies PO Bax 2538 S0 Joss, CAG5018  Leste J Orendo  408-555.4441 (2]
Parker, Wikom 5.. £P Wiam 5. Parker, CPA 200 RuyatRd Peasanton, CAB...  WikemS. Parker 9255556920  §25-555-7362 0 ,’
Posinesier Postmaster 1 Main St Pessanton, CABA3L 9265654303 080 ;
Rodriguez Reatals Rodriquez Renlale 37 Wheeler ARG Walnut Cresk, CAS. . RonRodrigusz  $25-565-0470  B25-555-2067 LY i

Shclar hiurance 785-15 Sinclakr naurence PO, Box 6856 Santa Cruz, CA95D..  Devd B31-566.2900 8315862929 0.0%

State Baard of Equaizaton ABCD 11-234567 Stels Board of Equakeation PC. Box 456 Sacramen.. Ut8-555.0542 4912

valey Goa & Bleckic AccH 123556 Valey Gas & Eleciric 123 A Strest San Franciscs, CA... 2§5.555-3433 160
¥ong & San Video Wong & Son Video PO Box 743 Mipkss, CA 84573 Mike Wong MBEERADTT 465551883 000 f

Figure 6-21 Vendor Contact List report

Item Price List

The Ttem Price List shown in Figure 6-22 s a listing of your Items. To create this report, follow
these steps:

COMPUTER PRACTICE

Step 1. From the Report Center, select List and then double click the ftem Price List report in
the Listing section to display the report (see Figure 6-22).

Step 2. After viewing the Item Price List report, close alt open report windows. Click No if
QuickBooks prompts you to memorize the reports.
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Academy Photography Reports Chapter
Item Price List

Pescription

<+ Preferred ...

Indoor Photo Session
Dutdoor Pholo Sassion
Photographer
Retouching

Camera SR32

Case

Frame 5x7

Lens

Film 36C

Premium Photo Package
Standard Photo Package
Bad Dabt

Bounce Chg

indoor Studio Session

QOutdoor Photo Session

Photographer

Photo retouching services

Supra Digital Camera SR32

Camera and Lens High impact Case

Picture Frame - 5" x 7 Matal Frame

Supra Zoom Lens

200 ASA, 38 Color Fim

Premium Package of Photography from Sessicn
Standard Package of Photography from Session
Bad Debt - Write off

Return Check Fee

Finance Charges on Overdue Balance

Flgure6 22 !tem PnceLrst report

Check Detail Report

Ace Supply
Ace Supply
Ace Supply

The Check Detail report is quite valuable if you use accounts payable or payroll. It is frequently
necessary to see what expense account(s) are associated with a bill payment. However, the
Register report only shows that bill payments are associated with accounts payable. That’s
because a bill payment only involves the checking account and accounts payable. Similarly,
paychecks only show in the register report as “Split” transactions because several accounts are
associated with each paycheck. The Check Detail report shows the detailed expense account
information about these types of transactions.

From the Report Center, select Banking and then double click the Check Detail
report in the Banking section.

Enter 01/01/2015 in the From field and enter 07/31/2015 in the To field. Then, press

COMPUTER PRACTICE
Step 1.
Step 2,

Tab.
Step 3.

Scrolt down until you see Bilt Pmt -Check 6004 (near the bottom of the report).

In Figure 6-23, notice bili payment number 6004. The report shows that QuickBooks
split the total payment of $126.00 between the accounts payable account ($2.52)
and the checking account ($123.48).

The amount for $-2.52 is the discount that you took when you paid the Bifl.
Although this report does not show it, you coded this amount to the Purchase
Discounts account.
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H
]
Al TR Tl
i | [ Blodify Report... ] { Monoige... J( Prink... [ Ewod v ][ Expurt... | [ e egder ][
Dates :Custom * . From 01042015 M} Tolo1/312015 W] SortBy [Defodt v

Academy Photography Reporis Chapter

Check Detail Scroll down In the report
Janpefy 2015 untll you see this Blll
Type ¢ Hum o Date ¢ Harne ° ftem ¢ Account = _Paid Amount__ o Origins Payment.

Bill Pmt Check 6003 72002016 Wol Son Vid.. 10104 « Checking )
¢
BA 2342 £3500 Subcontya... 142.00 142.00
IRu 142,00 142,00 !
s ~
Bill Pmt Check 6004 Mi20/2045  Ace Supply 00 - Checking 42348 Q
Ace Supply 20000 - Accounts, . 252 -252
ol ] 2084 DMH82015 64900 - Office Sup... -126.00 126.00
\TDTAL -123.45 123.48 ;
Figure 6-23 Check Detail report
Step 4. Close all open report windows. Click No if QuickBooks prompts you to memorize the

reports.

Tip:

In order to make your Check Detail reports easier to read and understand,
consider recording your purchase discounts differently. Instead of taking the
discount on the Pay Bills window (as you did in the example on page 115),
consider recording your purchase discounts using Bill Credits.

There are several reports that you can use to keep track of the money that your Customers
ji owe you (accounts receivable} and the money that you owe to your vendors (accounts payable).

3 Collections Report

The Collections Report is a report that shows each Customer’s outstanding Invoices along with

: Accounts Receivable and Accounts Payable Reports

the Customer’s telephone number.

‘L todéy Report... | { Memorge... | ~rint... | Emal v | Export... | | HideHepder
‘[ Pates Custom ~ 1 i0331/2015[@] Pastdue i1 SortBy |Defaut !
Acadsmy Photography Reports Chapter |
? Collections Report 7
‘ As of March M, 2015 §§|
i ¢ Type ¢_Dete o Num + P.G.¥ > Terma + Duebate + Class ¢ Aging ¢+ _Open Batance o ‘fé:
’ Andarson Wadding Plannare - :
Kumar, Sati and Mavoen 3
| Janet :
408.555-1643
H » Invpice 0M/2015 FEA1 0302007 Sanlose 2952 492 4
! Inveice 1212172014 4003 Het 2D 012012015 San Jose 70 243.54
. Total Kumar, Sati and Haveen 254.47 i
! Tolsl Ardersan Yiedding Plannars 26447 ’
€ruz, Maria
hd Branch O
|

E Figure 6-24 Accounts Receivable Collections Report
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COMPUTER PRACTICE

Step 1. From the Report Center, select Customers & Receivables and then double click the
Collections Report in the A/R Aging section.

Step 2. Enter 03/31/2015 in the Dates field and press Tab (see Figure 6-24).

Customer Balance Detail Report

Use the Customer Balance Detail teport to see the details of each Customer’s transactions and
payments. This report shows all transactions that use the accounts receivable account,
including Invoices, payments, discounts, and finance charges.

COMPUTER PRACTICE

Step 1. From the Report Center, select Customers & Receivables and then double click the
Customer Balance Detail report in the Customer Balance section (see Figure 6-25).
The Dates field on this report defaults to Alf.

e} [ Refregh |
[ sortey [pefait v
Academy Photography Reports Chapter
Customer Balance Detail
All Transactions
o_Type o _Date < MHum < Account ¢ Claas + Amount ¢ Ralance ¢
Anderson Wedding Planners -

Kumar, Sati and Haveen K] E
» Involce 12212014 4003 11000 - Accoeunts Receivable San Jose 249.54 24954 4 )

Invaice G 2015 FC 1Y 11000 - Accounts Receivable San Jose 493 254.47

Total Kumar, Sati and Naveen 25447 25447

TotalAnderson Wedding Planners 254 47 254.47

v Cruz, Maria
- Branch Opening

nvoice 01/052015 2015104 1000 - Accounts Recaivable Walaut Craek 570.00 570.00

Invoice 01/0672015 2015102 11000 - Accounts Recelvable Walut Creek £00.00 1,070.00

Invoice 040872015 2015-103 11000 - Accounts Receivable Walnut Creek 1,191.80 2,264.80

Payment 14110/2015 3678 11000 - Accounts Recehvable +2,261.80 0.00

Invoice HM32015  2015-105 11004 - Accounts Receivable Wainut Creek $80.00 §80.00

nvoice 6172072015  2015-106 1100¢ - Accounts Receivable San Jose 1,170.08 2,050.05
nvoice 01/20/2015 2015108 11060 - Accounts Receivable San Jose 1,191.80 3241485 -
ORI AR R waenads Bemstaoble g g BSTE A e ARTASS oy oo g

F}'gure 6-25 Customer Balance Detail reporf
Vendor Balance Detail Report

The Vendor Balance Detail report is similar to the Customer Balance Detail report, but it shows
transactions that use Accounts Payable, including Bills, Bill Credits, Bill Payments, and
discounts.

COMPUTER PRACTICE
Step 1. From the Report Center, select Vendors & Payables and then double click the

Vendor Balance Detail report in the Vendor Balances section (see Figure 6-26). The
Dates field on this report defaults to Al
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Dates Al vofom @l [&E]sortey ibefaut

Modfy Repart... | [ Memorize... J(Print... J{Emai v | Bxport... | [ tide Header | | jance’

Academy Photography Reports Chapter

Vendor Balance Detall
| All Transactions

‘] o Type < Date ¢ Hum o Account + Amount ¢ Balance o
! Ace Supply
3 Bil 6111872015 2084 20000 - Accounts Payabie 126.00 126.00 4
Bil Pt -C...  ©1/20/2015 6004 20000 - Accounts Payable -123.48 252
Discount 01/20/2015 6004 20009 - Accounts Payable -2.52 0.00
Total Ace Supply 0.00 0.00

Hellis Distributing

Bill 0282015 5055 20000 - Accounts Payable 400.00 400.00
Cradit 01/30/2015  S0S5C 20000 - Accounts Payable -25.40 375.00
BikPmt-C... 020772015 33D 20000 - Accounts Payable -375.00 .00
Total Nelis Distributing 0.00 808

Wong & Son Video

Bin 1272172014 2342 20000 - Accounts Pavable 142,00 142.00
sinpmt-C... 0172012015 6003 20600 - Accounts Payable -142.00 0.00

Total Wong & Son Video 0.00 0.00
TOTAL 0.00 0.00

Figure 6-26 Vendor Balance Detail report

QuickBooks Graphs

One of the best ways to quickly get information from QuickBooks is to create a graph.

The Income and Expense Graph shows your income and expenses by month, and displays a pie
chart showing a summary of your expenses.

COMPUTER PRACTICE

Step 1. From the Report Center, select Company & Financial and then double click Income
and Expense Graph in the Income & Expenses section.

Step 2. Click Dates at the top left of the graph.

QuickBooks will display the Change Graph Dates window (see Figure 6-27).

5y

. | From [01/01/2015 [B]| To ]o1f31_1_29;§ -
o] [ camced | [ Heb |

‘GraphDates [Custom

Figure 6-27 Enter the dates for your graph in the window.

Step 3. Enter 01/01/2015 in the From field and enter 01/31/2015 in the To field. Then, click
OK.

Step 4. QuickBooks displays the graph shown in Figure 6-28.

Step 5. After viewing the graph, close the graph window.
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Double-click on any
part of the graph to
see more detalls.

T

Figdre 6- 28 !néc.)mé'and Expense by Month graph

QuickBooks graphs highlight interesting facts about your company that are not easy to see
from normal reports. For example, you can create a graph that shows your largest Customers
or your biggest selling Items, and then you can visually inspect the relative sizes of each

section of the graph,

COMPUTER PRACTICE

Step 1. From the Report Center, select Sales and then double click Sales Graph in the Sales
by Customer section (see Figure 6-29).

Step 2. Click Dates at the top left of the graph. QuickBooks will display the Change Graph
Dates window. Press Tab.

Step 3. Enter 01/01/2015 in the from field, enter 02/28/2015 in the To field, and click OK.

Step 4. Click the By Customer button on the top of the Quickinsight: Sales Graph window,

This redraws the graph to show sales by Customer.

To see a graphlcal breakdown of how much
each of your customers buys, create a
Sales Graph and click By Customer.

Jan 15 Feb 15

Sales Surmary Cruz, Mafla %58.79
Janaary through February 2015 SMason Bob 4131
Tota 85078 |
5-:
By Customer 4

Figure 6-29 Create a Safes G‘raph b;; Customer
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Step 5. After viewing the graph, close the window.

Building Custom Reports

To make a reports that shows only the information you want, you can modify (i.e., customize)
an existing report. All reports include at least some modification and filtering options, so
familiarize yourself with the tabs in the Modify Report window as they are described below. In
the Computer Practice section, you will create a sample report and then customize it using the
Modify Report options available.

The Modify Report window displays when you click the Customnize Report button on any report.
Four tabs make up the Modify Report window. Use the Display tab to change the date range,
select a report basis, add or delete columns, change how columns are displayed, or add
subcolumns on a report. The Display tab will show different sections depending upon the
report being modified. For example, the Display tab for a Profit and Loss report does not allow
you to select or deselect columns for the report (see Figure 6-30), while the Display tab for an
Item Price List only allows you to select or deselect columns for the report (see Figure 6-31).
The Display tab shows those sections particular to the report being modified.

Moty Roport Profi BeLass | T R e TR I e
D omsplay | BMes | Headerfonter | Fopts Atmbers |
Report Date Range
Dates 'Custom %! The daterange you specify in the From and To fields
From [01/04/z015 (W] To ‘013172015 @]
Report Basia
@ Acaual " Cash This satting determines how this report calcukates income and expenses,
Columns.
Display cobmins by ‘Totalonly  ~ across the top. Sorthy Defoult -
st @ Ascendigorder 24
n .
Add subooiumns for iy Cescendngorder 33
[Previos Period [ Prewes Year | Year-To-Date [C] % of Row 1 % of Coumn
: & Chage € Changs L of TR i;] % of m % of E:
5L Change . % Cnange
[ Adyanced,.. ] E Rawert ]

o | cod [ oo |
Figure 6-30 Display tab on the Modify Report: Profit & Loss window

[Flettmargn)  » Sorthy Defadt =

Active Status M " @ Ascendmoorder 34
JD';waUon SN becendngorder 54

Lo ) cmed [ 1w ]
Figure 6-31 Display tab on the Modify Report: item Price List winidow

Reports and Graphs - Building Custom Reports




Reports and Graphs — Building Custom Reports 185

Use the Filters tab to narrow the contents of the report so that you can analyze specific areas
of your business. On the Filters tab, you can filter or choose specific accounts, dates, names, or
Items to include in the report (see Figure 6-32).

£

Filters | tieaderfFooter | Fonts &Numbers

Current Fiter Choices
Account Fiter Satto
| All income/exa s v [Account All incomafe:
g l-- incomefexperse accounts !J Date This Month-to-date
Include split detail?
CH]
Yes
For detail accounts matching
[ sccounts v}

Remove Sclected Fiter |

Account Filter

Choose the types of accounts or a spedfic account from
the drop-down list, Indicate whether or not you want
spit detail to appear in the report (Balance Sheet

accounts only).

(o ) comcel [ e |

Figure 6-32 Filters tab on The Modify Report: Profit & Loss window

Use the Header/Footer tab to select which headers and footers will display on the report. In
addition, the Header/Footer tab allows you to modify the Company Name, Report Title, Subtitle,
Date Prepared, Page Number, and Extra Footer Line (see Figure 6-33).

[ pspay | P [ Header/Foater | Fonts &humbers |
Show Header Information Page Layout
Company Name: ic_ademy Pl;ﬁtdgraphy Rep.... Alignment
WiReportThe  Proftiless 0 (Seedwd ]
Subite ne20ts | ime cCompany
#DatePrepared 123101 v S
Time Prepared
Report Basis

[#] Print header on pages after first page

Show Footer Information

[ Page Number 7Pagg1: S v Extra Line

[V Extra Footer Line 7 o

Print footer on first page

CE e

Figure 6-33 Header/Footer tab on The Modify Report: Profit & Loss window
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Use the Fonts & Numbers tab to change the font and how numbers are displayed on the report.
In addition, the Fonts & Numbers tab allows you to reduce numbers to multiples of 1000, hide
amounts of 0.00, and show dollar amounts without cents (see Figure 6-34).

T R I N e e TR -
Muodify Report: Profit Bt Loss - : IR + iy
i Display l Eilters ] Header Fooker I Fonts & Nambers I_

Fonts Show Negative Numbers
Change Font For & Normally o
CRoll.m Labels "1 In Parentheses

ov Labels . -
Report Data 7 With a Traiing Minus 00.00
Report Totals
Company Name Example {_] In8right Red
Report Title
Report Subtite
Eate Number Show All Numbers

age Numl
Transactions Divided By 1000
;::ort Basis [ Except Zero Amounts

Change Fant... ] without Cents

o[ comd [ nep ]
Figure 6-34 Fonts & Numbers tab on The Modify Report: Profit & Loss window

To practice modifying reports, suppose you want to get a report of all transactions that
include all Service Items (Photography Service and Development Services) that you sold to
Customers who live in Walnut Creek during January and February of 2015. In addition, you
want QuickBooks to sort and total the report by Customer. The report should only display the
type of transaction, the date, transaction number, customer name, city, Item, account, and
amount. Finally, the report should be titled Sales of Services to Walnut Creek Custorners.

Note:

Although Academy Photography uses Classes to track which store their
Customers buy from, we want a report about where customers live. Specifically,
we want the City from the Customer’s address. This information comes from the -
field called “Name City” that is used as part of the Customer’s billing address.

COMPUTER PRACTICE

Begin by creating a Custom Transaction Detail report and then modify the report so that it
provides the information you need.

Step 1. From the Reports menu, select Transaction Detail from the Custom Report submenu.
The Modify Report: Custom Transaction Detail Report window displays.
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25

[ isplay [ Etms | tesderFooter [ Fontsdtubere |
Report Date Range
Dates|Custon | Thedaterange you specfy in the From and To fiekds
From (040172015 (8] To [02/28/2015 (W]
Report Basis
@ Accrual ) Cagh This setting determines how this report caladates incofne and expenses.
Columrs
S (left margin) | Total byCustnmar 7—1
JTram: ¥ e T
Type e
Entered/Last Modified Sortby Defaut _  v]
Jl'l';:;mmi&d by Sortin @ Ascending order 2§
. |¥Num #) Descending order 34
:fj]o_# :u;ame&mﬂmnmeagemm
/Name - t you want to appear in report, |
— [Ladganced... | [ Revet |

o ) conc  |[ tew |

Figure 6-35 Modify Report: Custom Transaction Detail Report window

Step 2. Enter 01/01/2015 in the from field and enter 02/28/2015 in the To field.
Step 3. Select Customer from the Total by drop-down list and click OK.

This report will now show all transactions during January and February, totaled by

(Rekes.

vhde Hepler | "

By Ea:mqﬁ

rren [01/017205 W] o [o7/2015 (] ot
Academy Photography Reports Chaptsr
Custom Transaction Detail Report

Accrusl Basly danuary through Fobruary 2015 b
¢ Type & Date o Hum o Hame o  Memo o Agcourt +_Class  oLire Spiit + Amount + Balanee o [
Crur, Maris
Beaneh Opening

] Invakce 0SS 2015901 Cruz, Waria:Brang. 4HrOuSo0.. 11000 - Accounts...  WakutC... -SPUIt- 570.00
[ o1E2R15 2015104 Cauz, Marka Brant: Owtdoor Pho . #0204 Phatograp walt €. 11000 - Acen. -380.00
nuoice 0I0E2MS 24151 Cruz, Maris Branc phota fetauc... 44500 - Developm..  WakhutC .. 11000 - Aces... -120.00
Woice OIMEAHES 2015101 Sinte Board ofEqu..  Conira Cost 25504 - Sakes Tax 11000 - Acco .. o400
Inyoice 01082015 2015102 Cruz. Maria Branc 4 Hre Additin... 11000 - Accounds...  Wahut T -SALIT. £00.00
nvoics 010672015 2015-102  Cruz.MeraGranc.. Phologiapher 40200 - Phatograp..  WalutC.. 13064 - Acce... -500.0%
i QU015 2015102  Stste Board of Equ... Contra Cost. 25500~ SeleaTax.. - - 0.00

Invaice Q10872015 2045403 Cruz MeiaBranc.. Cameds, (as..

017022015

204510

Supra Dighs ..
Figure 6-36 Transaction Detail by Account report totaled by Customer

For our purposes there are four problems with this report:

1.  The report shows more columns than we want to display.
2. The report shows all transactions, not just the Service Items sold to Customers.
3. The report is not filtered to only show Customers who live in Walnut Creek.
4. The report has the wrong title.

We will modify the report to correct the four problems listed above.

Step 4. Click Customize Report.

Step 5. In the Columns section of the Display tab, notice that several fields have check marks
(see Figure 6-37). The check marks indicate which columns show on the report.
Select Name City and Item to turn those columns on. Then deselect Memo, Class,
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Clr, Split, and Balance. You wilt need to scroll up and down in the list to find each
field.

[ Modify Report: Custom Transaction Detai Report

[ evey | e [ esderfootr | Fomsamumbes |
; Report Date Range

! Dates . Custom v . Thedate range vou spedfy in the From and To fields
From -01/01/2015 ] To 02/28/2015[H]

Report Basis
@ Accrual Cash This setting determines how this report calculates ncome and expenses,
Columns
[~ Source Name 4] Total by ' Customer v,
Name Address

Name Street1 i
Name Sireet? Sortby Default v

G Ascendngorder 2}

Click to select and deselect
the columns on the report.

]
|
|
i
|
Name State ! sortin
|
|

Name Zp - Descending order 24
Name Contact
Phone = | Puta checkmark next te each column
hemeras - et mventtosees et (o e
(o [ cme [ Hw ]

Figure 6-37 Modify columns by checking and unchecking lines in the Columns list

Note:

There are several other settings on the Display tab that you can choose if you
want to modify the report further. For example, you could change the basis of
the report from Accrual to Cash, or you could set the sorting preferences. Click
the Advanced button for even more settings. Explore these settings to learn how
they affect your reports. For descriptions of each selection, use the QuickBooks

Help menu.
Step 6. Click the Filters tab.
Step 7. To filter the report so that it includes only Service Items, select the Item filter in the
Choose Fifter section and select All services from the /tem drop-down list (see Figure
6-38).
( Modity Report: Clstom Trancattion Detsl Report - =7~ o 20 P T A S e
| Dy | mers [ teaderfooter | Fonts atmbers |
Chaoose Filter Current Filter Choices
Chiter | Ttem [ Fter Setto
ot 2] Mservices v, ot [Custom

Select All services to show

All payments
Ttem Fiter Alinventoey tems only the transactlons that
Choase the types of if Al assembly items Involve Service [tems.
drop-down kst Alinventory and assembly items

All fixed assetitems
Al except fixed asset items

Indoor Photo Session Service
Outdoor Photo Session Service
Photographer Service
(_ox  J[ cond ][ new ]

Figure 6-38 Item drop-down list in the Filters window
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Step 8. To filter the report so that it includes only those Customers who live in Walnut Creek,
scroll down the Choose Filter section and select the Name City filter. This displays a
Name City field to the right of the Choose Filter section. Enter Walnut Creek in the
Name City field (see Figure 6-39). Hit the Tab key.

Did You Know?

Many fields on the Filter tab act like wildcards. If you enter a portion of the text
in a field for a particular filter, QuickBooks will display all records containing
that text. For example, if you only type in nut or eek in the City field, all
customer records in the city of Walnut Creek will still display, but other cities
that contain nut or eek in their names will also appear. Therefore, be careful
when using a wildcard in a field because it can produce an unintended result.

( Modify Report: Custom Transaction Detail Report - - 15 . s )
 Display ] Filters | HeaderfFooter | Fonts & Numbers
Choose Fitter Current Filter Cholces
Filter Name City Filter Setto
FOB | WAt ereeke T - |pate Custom
P.O. Number Walnut Creek 1 [tem Al services
Job Type [Name City Walnuit Creek .
Name Address N ‘
Name Street1 ]
Name Street2 -
State - E
1:
{__ Bemove scected Fiter | :
Name City Filter
Enter the words (or characters) that must be in the To fliter for a particular clty, select Name Chty
Name Gity field. from the Fliter lst and enter the city name in
the Name City fleld. Use the Tab key to move
the entry into the Current Filter Cholces
secton.
|
&30 e ) wee |
Figure 6-39 Enteh‘ng a filter for a report '
Step 9. Click the Header/Footer tab on the Modify Report window.
Step 10. To modify the title of the report so that it accurately describes the content of the

report, enter Sales of Services to Walnut Creek Customers in the Report Title field as
shown in Figure 6-40.

Step 11. Click OK on the Modify Report window.

DO NOT CLOSE THE REPORT. YOU WILL USE IT IN THE NEXT PRACTICE,
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-

Meodify Report: Custom Transaction Detail Report - = it .

E Display Flters ] Header/Footer I Fonts & Numbers }
Show Header Information Page Layout I
{7} Compsny Name ' Academy Photography Rep... Al t Change the report
¥ Report Title Sales of Services to Walnut... Standard v title by typing the
7 subbte Senvary ﬂm,qh February .. Company new title here.

[IDatefrepared  jizfstol ,} ot
"] Tame Prepared
] Report Basis

i1 Print header on pages after first page

Hagans

Show Faoter Information i

7lPageMumber  Page 1 o ' vl Extra Line

E Extra Footer Line .

T} Print foater on first page

o ][ cacel

Figure 6-40 Change the report.tr'tle on the Header/Footer tab

In Figure 6-41 you can see your modified report. Notice that its heading reflects its new
content. You can modify the width of columns by dragging the diamond on the top right of
the column to reduce or expand the width. Also, if you want to move a column left or right,
move your curser over the column header until you see the hand icon. Then, hold your left
mouse button down as you drag the column to the left or right.

EESamesapi i _
Custonize Report ] _[share Templpte ] ( Memorize ) prnt J Emad » | Excel »| [ e regeer | [ Reteesh |
Dates :Custom « From (01012015 (B} To !02/28/2015 ] Total By [ Customer v | Sort By |Default =
Academy Photography Reports Chapter
Sales of Services to Walnut Creek Customers

TOTAL

Accrual Basis January through February 2015

* Type < Date e Rum__ ¢ Hame ¢ _HNameCity - Hem ° Account ¢ Amount < 3
Cruz, Maria

@ranch Opening g]

» Invoice 120572015 2015401 Cruz Waria:Branch Opening  Walnut Creek  Outdoor Photo Session 40200 - i

fivoice  (0S2015  2015-10t  Cruz, MarisBranch Opening  Walnut Creek  Retouching 40500 - H

invoice 0170672015 2015102 Cruz, Naria:Branch Opening  Walnut Creek Photographer 40200 - 4

Invoice ¢iM32M5 2015105 Cruz, Maria:Branch Opening  Walnut Craek Indear Photo Session 40200 - _‘*

Invoice 0132015 - 40200 - k

Total Branch Opening ;

To change the width of a column, drag

Total Cruz, Maria this diamond to the right or left. 1950.60 ¢

£

%

A e R e g ]

Figure 6-41 The customized repoft

Memorizing Reports

After you have modified a report, you can memorize the format and filtering so that you don’t
have to perform all of the modification steps the next time you want to view the report.

Note:
Memorizing a report does not memorize the data on the report, only the format,
dates, and filtering.
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If you enter specific dates, QuickBooks will use those dates the next time you bring up the
report. However, if you select a relative date range in the Dates field (e.g., Last Fiscal Quarter,
Last Year, or This Year to Date) before memorizing a report, QuickBooks will use the relative
dates the next time you create the report.

For example, if you memorize a report with the Dates field set to Last Fiscal Quarter, that
report will always use dates for the fiscal quarter prior to the date you run the memorized
report (see Figure 6-42).

Report Date Range

Dates [This Fiscal Quarter .w,| From the first day through the last day of the current fiscal

......... quarter

Figure 6-42 The Dates field showing a relative date range

COMPUTER PRACTICE

Step 1. With the Sales of Services to Walnut Creek Customers report displayed, click Memorize
at the top of the report.

Step 2, In the Memorize Report window, the name for the report is automatically filled in.
QuickBooks uses the report title as the default name for the memorized report (see
Figure 6-43). The name can be modified if desired.

. Name: iSales of Services to Walnut Creek Customers ,,7J
1 save inMemorized Report Group: [Customers v |

[7] share this report template with others

o [ cancel ]

Figure 6-43 Memorize Report window

Step 3. Click the Checkbox next to Save in Memorized Report Group: and select
Customers from the drop-down list as shown in Figure 6-43.

You can group your reports into similar types when you memorize them. This allows
you to run several reports in a group by selecting them in the Process Multiple Reports
window.

Step 4. Leave Share this report template with others unselected.

If checked, this feature would allow you to share your report tempiate with the great
QuickBooks user community. For more on Contributed Reports, see page 192.

Step 5. Click OK and close the report.

Viewing Memorized Reports

The next time you want to see this report follow these steps:
Step 1. From the Report Center, click on the Memorized tab at the top of the window.
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. i:_i
; [ : Notice that QuickBooks displays the reports in groups according to how you
i memorized them.
il . . .
! j: Step 2. Select the report you just memorized by selecting Customers on the menu on the
j left of the window and double click Sales of Services to Walnut Creek Customers
i' H R
!i (see Figure 6-44),
£ li N L R I e R S RN T e P FOAE
B[ :
f | Standsd Memorized Favorites Recent Contributed Tearei B )
i i P it Memorized dist LERE
| I Acceuntant
i | Customers
i i Ean¥i~g
Lompany
! Customers A/R Aging Summary
Ermplayeas [ I R ¥ h 0 | Dates: Today « 10/23/2011  10/24/2011
Verdors Customer Balance Detail
!" Q =l PG | omesan. _J
i E ' Customes Balance Summary el
I rl W 'il @ ii} e | Dates: Al = ; i?
I [ Open Involces '
3
: @ ol D3 @ | o Today « svmamar  1efzemon
. Sales of Services 10 Walnist Creck Customers
I 8 I:ilv F?' E;]. g | Dates: Custom = DLf01/2015 02/28/2015

b . . ,
I " Figure 6-44 Memorized Report in the Report Center

Step 3. Close all open report windows.

Contributed Reports

i
! I When you memorize a report, you are given the option of sharing the report template with
[ ! others. You can access contributed reports from the Reports Center. Be aware that you may
: not be able to use certain reports if they utilize features that you do not use, such as multi-
currency.
e Standard Memarizad Fevorites Racent Contributed Zearch

s Views industry LA, Wrtting, or Ph ay v| Sortby [Highymled v| 2 shared repors =2 ]

Comparvy B: Financiat

Company & Financial b
I Custgmans & Redchal i
| i
it Saim Multl Year Balance Sheet [ % Of Total) Multa Year Profit Aad Loss sccount (% OF Income} it
1! i . B ea WA e by ] 2 8 BN 8 ] i
Jabs, Tire & Mlezge il
H = e L3 1} ol Ol 3ol Dacii 2 (7 N
ea M (e B e ua bl 5H S0 ba S g asd '
Yerdas & Payables L] " [ enk B baed B o 4
X sy o At
Purchases :
Traeatory [EEETIYTE, T - € v
¥
Empopea & Payecil ¥

| 1 .
! 3anirg #

E Segustant & Taces !
i .
i : Husigets & Frrecacts §1i
: Lt Crasts by Intut Created by Tntokt it
Poglanty D downloads Poputenty: O downlosds i
Auerage mhing VY VY €7 07 vy - Drewens Average rmtng LY 17 47 ¥7 17 - 9 reviews L

Begart atwse, dipnges o

1 3 i

i |
4| i

Figure 6-45 Contributed Reports in the Reports Center
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Processing Multiple Reports

QuickBooks allows you to combine several reports into a group, so that you can later display
and/or print the reports in the group as a batch.

You may want to use this feature to print a series of monthly reports for your files (e.g.,
monthly Profit and Loss and Balance Sheet reports).

COMPUTER PRACTICE

Step 1. From the Reports menu select Process Multiple Reports (see Flgure 6-46).
'mmmmm]w_ngpmm il
dnoseﬁerepnrtsmpl.'ocess,ﬂmpressnhphyuﬁht.

/ Report ... DoteRange From . To .|
Accountant:Balance Sheat Custom 01015 [0131/2015 &
Accountent:General Ledger Custom 01/01/2015 01/31/2015
Accountant: Journal Entries EnteredM... |Al .
AccountantProfit 8 Loss Custom 0301/2015  {01/31/2015
Barking:Check Detal Custom 0101/2015 013172015
Banking:Deposit Detaf Custom 01/01/2015  |01/3142015
Company:Balance Sheet Custom 01/01/2015  |01/31/2015
Company:Profit & Loss Custom : 01/01/2015  |01/31/2015
Campany:Statement of Cash Flows Custom 01/01/2015  |01/31/2015

[Fr=rm|r

Figure 6-46 Process Multiple Reports window

Note: ey

Click in the column to the left of the report you want to include: when"you prmt,
or display your reports, Select the From and To.date ranges of the report: your wish
to print in the columns on the right. Your date ranges-will not match the one :
displayed in Figure 6-46 and Figure 6-47. If you print the same group. of Tépt
on a regular basis, create a new Report Group in the Memorize  Reports Lis
window to combine the reports under a single group: Then you can’ select the
group name in the Select Memorized Reports From field. :

Step 2. Select Customers from the Select Memorized Reports From drop-down list (see Figure
6-47).
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Process Multiple Reports
Select Memeorized Reports From 1C_u:.;tum'ers ] o '],

Choaose the reports to process, then press Display or Print.

I Report Date Range o To ) |
: LSt FIIIIT vz B
V4 Customer Balmce Detaﬂ ]
J |Customer Balance Summary
J |Open Invoices Custom 01/01/2015  |01/31/2015
J |sales of Services to walnut Creek Cus, .. [Custom 0y01/2015 |01/31/2015
-

Coser J[ et J[ concd [ rvep |

Figure 6-47 Customers Report Group

Step 3. If you do not want to display or print all the reports in the group, uncheck () the
left column to deselect the reports you want to omit. Click Display to show the
reports on the window (see Figure 6-48) or click Print to print all the reports.

If your Home page is maximized, make sure to Restore Down (—} the window
5o that your reports will display in the cascade style shown in Figure 6-48.

Step 4. Close all open report windows. Click No if QuickBooks prompts you to memorize the
reports.
L AR Aging Surmmary
=t ,
IC:! :ﬁl(uuemﬂaﬂam:[mail -
| 9 \! @F[wtomefBalunccSummew
E E 1 Open Invoices
L5 E @Sa!nuf&umeslo\'lainut(rc&(uﬂmm ’
|0 FraocfyReport... |_[ Meuotge.. T ok  Eoud v ] Eoport. | [ oehegger | {Rafigh | _ .
Dates Qgs'prn ... = From: Glﬁlﬂﬂui!}fﬂ Ulﬁ_l@_l!_!l'wﬂv Cumm . hleY:nglﬂ ¥
Academy Photography Reports Chap
Sales of Services to Walnut Creek Customers
Accrasl Basis January 2013
- Type + Date o Hum__ = Hame = RameCity ¢ Hem . ACCOUnt o Debit e Credt ¢
Craz, Mara
Branch Opaning
» Invoice HOW2HS 215101 Cruz, Meria:Branch Cpeaing Wahul Creek Outscor Phedo Sew.. 40200 - Photogrsphy Services 3go00 4
vorce ¢HOS01E  2HSA0 Cruz, War Bronch Opesing  Vimlnul Creek Retouching 40500 - Develpmend Serviced 190.00
[T CLBSR01S 2395102 Crur bsceBranchCpenkg  WabutCraek  Photographar 40200 - Photography Servicss. 500.00
Irvoice 0I5 2045108 Cruz, Masts Branch Cpening Wialnut Creek ndoor Photo Sees .. 40200 - Photugraphy Sarvicas 33000
krwoice VIVIZIS 2015106 Cruz, Mare Branch Cpenig  SavubCresk  Proiographer 40200 Photugraphy Services =00.00
Totsl Branch Opering 000 _1950.00
Tetwd Cruz, Harls .00 155000
TOTAL 900 _ 186000

Figure 6-48 All of the reports in the Customer report group
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Finding Transactions

There are several ways to find transactions in QuickBooks depending on what you are trying
to find. Sometimes you only know the date of a transaction and other times you know only
the Customer, Item, or amount. Some of the ways you can search for a transaction include
finding it in the register, using the Search command, using QuickReports, or using
QuickZoom.

Using the Search Command

If you are looking for a transaction and you do not know which register to look in, or if you
want to find more than just a single transaction, you can use the Search command.

COMPUTER PRACTICE
You want to find a recent payment by Maria Cruz.

Step 1. Enter Cruz in the Search field on the right side of the icon Bar and select Search
company file from the drop-down menu (see Figure 6-49). Click the Search icon.

o eiariel

8 ' Search company file
Help

Figure 6-49 The Search icon

Step 2. The Search window opens. QuickBooks returns a keyword search including any
transaction or Name record that contains the word, or string, “Cruz” (see Figure
6-50).

You will notice that the search results include both the customer Maria Cruz, as well
as Sinclair Insurance which is located in Santa Cruz, CA. Notice that different forms
and name entries are included, such as Customers, Vendors, and Invoices.
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Cruz

Show Results From: Customer
‘ o N Branch Opening{Eo
4 All Resufts (12) phons: 925-555-834%

f Search results
returns any Name

record or transaction
that Includes the

: I Transactions (9) Addrass, string “Cruz.”

' Customers (2) Maria Cruz 123 First Street Walnut Creek, CA 94596

Vendors (1}

‘ Accaunts For Cruz, Maria

: Ttems Phone: 925-5559-8344 el

B Employees Address: :

: Others Maria Cruz 123 First Street Walnut Creek, CA 54596 ‘

il Amount Vendor e

[Bcty _ ~]  Sinclair Insurance From Sinclair Insurance

R Fhone: 831-555-2900

3 I -y Address: Sindair Insurance PO, Bax'§656 Santa Craz, CA 9

| enteramount | Go |

| Date Range Invoice

| e FC2TaC ria For $5.90

o Cruz, Maria For $5.

01{ l?%fqus @ ] Date: 3/1/2015

“t To 8 To:

K Maria Cruz 123 First Street Walnut Creek, CA 94596

|e2izep01s R g

Figure 6-50 The Search Window

Step 3. Close the Search window.

QuickReports

A QuickReport can quickly give you detailed transactions about an Account, Item, Customer,
Vendor, or other payee. You can generate QuickReports from the Chart of Accounts, Centers,
Lists, Account Registers, or forms. Table 6-2 shows different types of QuickReports.

When you are in... The QuickReport shows you...
Chart of Accounts All transactions involving that account
Centers and Lists (with an Item or All transactions for that Itemn or Name
Name selected)
Registers (with a transaction All transactions in that register for the same
selected) Name
Forms (Invoice, Bill, or Check) All transactions for that particular customer,

vendor, or payee within the same name as the
current transaction

Table 6-2 Types of QuickReports

COMPUTER PRACTCE
Step 1. Click the Chart of Accounts icon in the Company section of the Home page.
| Step 2. Select the Inventory Asset account.
Step 3. Click the Reports button and select Quick Report: Inventory Asset. Alternatively,

press Ctrl+Q (see Figure 6-51).
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* Checking

* Money Market

= Savings

* Journal Entries

. Atxomts Receivable

[l

Accounts Receivable
Other Current Asset

+13100 - Prepaid Insurance - : e e
215000 * Furniture and Equipment |- QuickReport: 12100 - Inventory Assetk CireQ  §-
+15200 - Buidings and Improvemen ’ I -
+15600 - Land Income Tax Preparation 4}
+15900 - Leasehold Improvements . 7
2 16400 - Vehides Account Listing i
‘| » 17000 - Accumulated Depredation %
< 18700 * Security Deposits Asset Reports on All Accounts 4 §‘|
[ account * I Acgvites » |[_Reporis 4] Attach | 7] include inactive 2

Frgure 651 QuickReport of the Inventory Asset account

Step 4. QuickBooks displays all transactions involving the Inventory Asset account (see
Flgure 6- 52)
iz ]iPmi- I!Emai {Ewport... | | tide Herer )
Cwifomi [ Tai :Ismuy Defadl . i i
L
Academy Photography Reports Chapter : I
Account QuickReport
Accrusl Basis All Transactions
° Type o Dmte o  Hum ° Hame s Memo o Spint + _Amount & Bslance &
12100 * lnventory Assel
» Inventory Adjust 124312044 20141 Camers SR32 hwen...  3000C - Opening Bal Equity £500.00 4,500.00 {
Inventery Acpst 124172004 20141 Case nventory Adj... 3G00C - Opening Bal Eqully 1,125.00 562300
Tnventory Adpst 123172014 20141 Frame SxT ventor..  2000¢ - Opening Bal Equity 5315 587875
Inventory Adust 127312014 26141 Leng inventory Adn...  3C00¢ - Opening Bal Equity 147992 715867
nioice 01MB23S 2015103 Cruz, Maria:Branch Opening Supra Digital Camer... 11000 - Accounts Receivable -450.00 6,708.67
inyoice 1082818 2015103 Cruz, Maria:Branch Opening Supra Zoom Lens 11000 - Accounts Raceivable -185.59 6,521.68
nvoice 017082315 2015102 Cruz. Haria:Branch Opening Camera andLens H.. 11000 - Acceunts Recelvable -45.00 647368
fivoice 01092615 2815104 iason, Bob Picture Frame - &' x... 11000 - Accounts Receivable -B.45 647223
Invoice 0202015 25106 Cruz. Marix'Branch Dpening Supra Digitni Camer 00D - Accounts Receivable -450.00 6,022323
lhvoice MR20ZMS 2015105 Cruz. Maria:Branch Opening Picture Frame - &' x... 11000 - Accounts Receivable .50 6,00073
Invoica 017202015 2015106 Ceuz. Maria:Eranch Opening Supra Zoom Lens 11000 - Accounts Receivabla -184.99 5815.74
nvoice 1202315 2015108 Cruz. Maria.Branch Opening Supra Digilal Camer... 11000 - Accounts Receivable -450.00 5,385.74
tnvoice 172072815 2015-108 Cruz. Waria:Branch Opening Coamers endLens H... 11000 - Accounts Recefvable -45.00 532074
nyoice 012072318 2015108 Cruz, Maria'Branch Opening Supra Zoom Lens 11000 - Accounts Recervable -184.59 513575
Total 12104 - bhventory Asssat 513575 513575
TOTAL 51435.75 543575

Figure 6-52 All transactions involving the Inventory Asset account

Step 5. Close the Account QuickReport and Chart of Accounts window.

Step 6. From the Lists menu select Item List.

Step 7. Select Camera SR32 from the Item list.

Step 8. Click the Reports button and select Quick Report: Camera SR32. Alternatively, press

Ctrl+Q (see Figure 6-53).

Reports and Graphs - Finding Transactions




198 Reports and Graphs - Finding Transactions

Picture Frame - 5 x 7 Met... [ 3
Supra Zoom |.ens 0| 324.99
oFim 36C 200 ASA, 36CubrFim _ INoniwentorypart __|45000 - Sakes 12.36
:meg; dmt?op‘ grtandarem d; QuickReport: Camera SR32 % Ctrl+Q g;% s
oBad Debt Bad Debt | o s 0.00 ‘
+Bounce Chg Return CH Price List 0,00 ;
.| *FnChyg Finance s t Income 18.0% i
eConaCosta  |Contra € Item Listing ax Payable 8.25% :
+Out of State Out-of 5| ax Payable 0.0% ™
+Santa Clara Santa Clay Reparts on All tems » FaxPayable 8.25% y

Jem “ Acifvities ']im Indudelnachve L ,

Figure 6-53 QuickReport for Camera SR32 ftem

Step 9.

Change the Dates range to All by typing A in the Dates field. QuickBooks displays all

i : it
{ Modity Reportﬂ [ Memarige...
Apates [l g
N to see all transactlons Involving
Inventory Item QuickReport
ry Q, P the Camera SR 32 ltem.
All Transactions
¢« Type o Date ¢  Hum < Hame Memo Qfy ¢ i
Inventory [y
Camera SR32
)y Inventory . 12/31/2014 20141 Camera SR32 Inventory Adjus... 10 4
: Invoice 0102013 2015103 Cruz, Waria:Branch Opening Supra Digital Camera SR32 -1
inveice 0120/2015 2015106 Cruz, Maria:Branch Opeaing Supra Digital Camera SR32 -1
Invoice 01/20/2015  2015-108 Cruz, Maria:Branch Opening Supra Diglal Camera SR32 -1
Tot On Hand As Of 03/01/2015 7 .
Total hventory 7
TOTAL As Of 0310112015 T

Figure 6-54 All transactions involving the Camera SR32 Item

Step 10.
Step 11.
Step 12.

Step 13.
Step 14,

Close the ftem QuickReport and Item List window.
Click the Check Register icon in the Banking section of the Home page.

Confirm that Checking displays in the Sefect Account field of the Use Register dialog
box. Click OK.

Scroll up and select BILLPMT #6003,

Click the QuickReport icon at the top of the register (see Figure 6-55) or press
Ctrl+Q,
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Coae Twmber | T hayee 0 Payment 7] Depost Select a check
__ Twpe | Account I _ Memo : and click

lotr10/2015 T 3,409.66 || QuickReport.
A bep spit- Deposit
Joyzo/201s (TR Wong 8 Son Yideo 142,000 17,652.14|
g BILLPMT _|20000 - Accounts Pal Video Production Cos | :
jo1f20/015 (6004 [ Ace Supply 123.48) 17,528.66 | |:
BILLPMT  § split- Acct#® 43-234 -
"{01/21/2015 2,050.05 19,5%.71
2 DEP 12000 * Undepositec Deposit .
; Ending balance 17,051.71
& 3
Cf ] 1ine :
| sortby Date, Type, Nombery... w | {_Record ] [ Restore f
Figure 6-55 Sefect the Check and click QuickReport icon
Step 15. QuickBooks displays a report of all transactions in the Checking register using the

same name as the selected transaction (see Figure 6-56).

loates at T e lFem] l rof [E]Esmsyfoefm.u . b
Academy Photography Reports Chapter

Register QGuickReport {

Accrual Basis All Transactions f

4 Type ¢_ Date o Nam o Memo ° Account +Cir e Split s _A m s 3

Wong & Son Video
» Bl Prit-Check  01/20/2015 6003 Video Production C... 10100 - Checking 20000 - Accounts Payable -142.00 4

Total Wong & Son Video ~-142.00
TOTAL 442.00

Figure 6-56 QuickReport for Yendor Wong & Son Video

Step 16. Close the Register QuickReport and Checking register.

Did You Know?

You can also generate QuickReports from the Customer Center, Vendor Center,
or Employee Center by selecting the Customer, Vendor, or Employee and
clicking on the QuickReport link in the upper right-hand corner of the window.

Using QuickZoom

QuickBooks provides a convenient feature called QuickZoom, which allows you to see the
details behind numbers on reports. For example, the Profit & Loss report in Figure 6-57 shows
$3,145.00 of Photography Services income. Double-click on the amount to see the details
behind the number.
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[c=—=an (e o) [ -.. .

| Dates Custom

When you point to a
number on a report, the

cursor changes to a
Academy Photography Reports Cha magnifying glass with a
Profit & Loss “z” In the middle. This
Accrusl Basis January 2015 Indicates that you can
R R double-click to see the
Ordinary income/Expense ::::::::emnd the
Income - -
40000 - Services

40200 - Photography Services P 3,145.00@ |
40500 - Development Services 1,520.00
Y pial 40003 - Services 4,665.00

St SO D Sl

Figure 6-57 QuickZoom affows you to see the details behind a number

As your cursor moves over numbers on the report, it will turn into a magnifying glass with a
“z” in the middle. The magnifying icon indicates that you can double-click to see the details
behind the number on the report.

After you double-click the number, QuickZoom displays a Transaction Detail By Account report
(see Figure 6-58) that shows the details of each transaction in the account that you zoomed in

Ar.ademy Photography Reports Chapter
Transaction Detaill By Account

Accrual Basis January 2015
v __ Type v+ Date < Hum _ ~ Hame ¢ Memo  + Class eClre Split « Amount < Balance «
40000 - Services :
40200 - Phatography Services
» Invoice CHOSZ015 2015101 Cryz, War:Branch Opening Qutdoor Pho...  Wahut Cresk 11000 - Aceo... 38000 380.00 4 i
Invcice B1/06/2045 2015182 Cruz, Maria:Branch Jpening Pholographer  Walhwt Cresk 11004 - Acco... 50000 880.00 §
Inveice G015 2015-154 #ason, Bob Ingoor Slual..  San Jose 11009 - Acco... 28500 1,165.00 f
nvoice 01A2015 2015105 Cruz, Maria Branch Opening Indoor Studi .. Walnut Creek 000 - Acco.. 380 00 1,545.00 ip
nvoice 0M/32015 2015105 Gruz, Maria:Branch Opening Photegrapher  Walut Creek 15009 - Acco... 500.060 2,045.00 ;
nvoice 017202015 2015-109 MWason, Bob Photographer  SanJese 14000 - Acco... 62500 2670.00 4
Invoice 011202015 2015103 Hason, Bob indoor Studi..  SanJose 14000 - Acco... 475.00 3,145.00 £

Total 40200 - Photography Services 314506 3,145.00
Total 40000 - Services 314500 _ 3,145.00

TO0TAL 314500 344500
e o P Far S i L S e v e s o S L T N g s e

Frgure 6 5 8 Transactron Detail by Account report

The columns in this report show the transaction Type, Date, Num (Number), Name, Memo,
Class, Clr (Cleared), Split, Amount, and Balance. You can modify the report to add or delete
columns as needed. See Building Custom Reports on page 184 for details on how to modify
reports.

The Cir column on these reports shows a checkmark (v) when the transaction has a cleared
status. If it is a transaction for a bank account, a checkmark means that the transaction has
cleared the bank.
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Exporting Reports to Spreadsheets

When you need to modify reports in ways that QuickBooks does not allow (e.g., changing the
name of a column heading), you will need to export the report to a spreadsheet program.

Note:

QuickBooks Statement Writer is a utility for creating reports in Excel using live
QuickBooks data. It is included in the Accountant editions of QuickBooks
Premier and QuickBooks Enterprise Solutions.

Exporting a Report to Microsoft Excel

COMPUTER PRACTICE
Step 1. From the Report Center, select Sales and then double click the Sales by Customer
Detail report in the Sales by Customer section to display the report.
Step 2. Enter 01/01/2015 in the from field and enter 01/31/2015 in the To field. Press Tab
twice (see Figure 6-59).
[ommgion oot |_[shars Tonploa]| s | pong | o T Ex ][ vk regder ] |
Dates ;Custom + | From i01,01/2015 (W] To 01/31/20 15 Migart By ‘Default -,
Academy PhotoWaptar
Sales by Custome’ il )
Accrual Basis January 2015 Click Export to expﬂrt the
com ;,;p; > DGate ¢ __HWum__ ¢ Memo . Hame B Hemn report to a Microsoft Excel ‘.
Branch Operiing spreadsheet.
[ 3 nvoice 010S2ME 201510 Quldoor Photo Session Cruz, Maria:Branch Opering  Outdaer Phola Se: ‘N
nvoice 01052015 2015131 Phalo retouching services. Lyuz, Maria:Brench Opering  Retouching H
A nvoice DICE2015  201£-102 Pholographer Ciuz, Har:Branch Opering  Pholographer 4 12500 £00.00 1,078.00 :
"u“ﬂw W‘Mﬁhﬁlw “\-M\ Meﬁi hﬁ’ ¥

Figure 6-59 Click Export to export the report to a Microsoft Excel spreadsheet

Step 3. Click Excel at the top of the report and choose Create New Worksheet from the
dropdown menu.
Step 4. In the Send Report to Excel window, make sure Cregte new worksheet and in new
workbook are selected. This will export your report to a new Excel worksheet (see
Figure 6-60).
Note:

The Advanced button of the Send Report to Excel window has many useful features
for working with your QuickBooks data in Excel, including Auto Outline, which
allows you to collapse and expand detail.
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What would you lke to do with this report?

@ Create new worksheat
@ in new workbook
+ " in existing workbook

"_ Update an existing worksheet ;:a} How it works

" A comma separated values {.csv) file

Lot | [l J [ v

Figure 6-60 Send Report to Excel window

Step 5. Click Export in the Send Report to Excel window. QuickBooks will export your report
directly to an Excel spreadsheet (see Figure 6-61).
E] = I RIS Sales By Customer Debaildsx - hucrasott Excel o @ B
n Home | Incet  Pagelayout  Formulas Dats  Redew  \iew  Dewloper  A0Gis  Aoobsl GuickBooks e ogE s
HET A 3 . — . . o Fsgi datmet-  E - } o
: Y . . - . 2 . . 4 y
L), oA i B F T E& w 54 . Fowe- - ar K |
| Paste i e dae A i T . 2 2 Conoianal Format  Cenl | . Sort& Fingd
LT J B ¥ 3 A . E!_! a gh :a ¥ % W 33 Formatting = as Table - Styhes = | Drwmat' £ Fdipr - Satactr
cGlbend Lo Femt L. awmmem R - S I S
. R L o

i Ha [4 o € F G H [ J K L -
il Type Dste Hum Mema dame H_et.n Oty Sales Pricoe Amoust

2 Cruz, Marig — —
3 Sranch Opening

4 . voice 01BSZD1S 2015-101 Outdeor Phle Sexaun Cruz, Heria Branch Openng  Outteor Photo Sesama 4.00 500

s Eutice B1D52015 ZHE-1E1 Photo retouching services Cruz, Maria Bronch Opening Refowching 200

] fivtae 01082015 2015102 Pholographer Cruz, Naris Branch Opering  Phavoraprer 400

7 voke 01B&2013 2815103 Supss Dighsl Carmers SR32 Cruz. Mania Branch Ogening  Camere 5R32 108
; 8 vore QU0E2015 2014-103 Suprs Zoom Lens Crez, Harig Branch Operdng Leng L1

H 3 R Butice 0TOBZ015 2015103 Camera ang Lans High impact Caze Cruz, Waris Branch Operhy Case 104

i10 Poice GIMA2015 2015105 ndoor 5tudi Session Crvz, Marip Branth Opening  indoor Pholc Session 400

(513 Fvokce 012015 2045405 Phategrapher Cruz, Warly Brinch Dparkhg  Photogrsphar o

| 1 voica 01202015 2015106 Supra Dighsl Camsra SR12 Cruz, darts Branch Opering  CErira SRI2 108

13 Wivoles  01/20/2015 2055106 Picturs Frame - 5 7' Matal Frama Cruz, Hara Branch Opering Frama SxT 1200
'16_ Pvoics 01202015 2015106 Supea Zoom Lena Cruz, Harg-Branch Opeting Lang 1.00
M4k M QuickBooks Exped Tos | Sheett [~ BT T
Ryt 53, L sl EBERER 100K (-

Figure 6-61 The report is now in an Excel spreadsheet,

Note:

After opening a QuickBooks exported report, Excel will display a QuickBooks
Tips tab on the Excel ribbon. Once you save the file, you will able to use the
Update Report feature to refresh the report with updated information from
QuickBooks.
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Review Questions

Choose the best answer(s) for each of the following:

1. What are the two major types of reports in QuickBooks?

a)  Register and List.

b)  Monthly and Annual.

¢)  Accounting and Business Management.
d) Balance Sheet and Profit & Loss.

2. Use the Customize Report button on any report to:

a)  Add or delete columns or change the accounting basis of the report.
b)  Change the width of columns on the report.

¢)  Print the report on blank paper.

d) Memorize the report for future use.

3. You cannot create a QuickReport for:

a) Customers.

b)  Vendors.

c) [tems.

d) Incorrectly posted entries.

4. To create a report that lists each of your vendors along with their address and telephone
information:

a)  Display the Vendor Contact List. 3

b)  Open the Search window and do a search for Vendors and the corresponding ‘
Address and Phone Numbers. !

C) Customize the Vendor database.

d)  You must create a Modified Report to see this information.

5. In order to analyze the profitability of your company, you should:

a)  Only analyze if the company is profitable.
by  Create a Profit & Loss report,

C) Review all detailed transaction reports.

d}  Review the financial exceptions report,

Reports-Problem 1

APPLYING YOUR KNOWLEDGE

| Restore the Reports-12Problem1.QBM file. J

1. Print the reports listed below for Academy Photography.

a) Customer Phone List.

b)  Check Detail Report for January and February of 2015 with split detail, sorted by
Num.

¢)  Customer QuickReport for Bob Mason for January and February 2013.

d)  Profit & Loss Report (standard) for January through February 2015.

e)  Profit & Loss Report by Job for January through February 2015.

f) Trial Balance Report for 01/31/2015.

g) Balance Sheet Standard Report for January 31, 2015.

2. Create a custom report showing the customers who had paid an amount over $1,000 in
January 2015. Modify the report so that it totals by Customer and includes the title and
columns displayed in Figure 6-62.
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((custoize Report | [share Temglate| | memore [ oo J £vaf » ] Euset v ]| e eger ] [ segh ] '
Dates jCustom ~ [From ; 01/01/2015 [ Te '01£33/2015 [M] TorlBy Customer v iSortBy iDefadt v !

Academy Photography Reports Problem 1
Payments Over $1,000 by Customer

Accrual Baais January 2015
& Type o {late ¢ Hum ¢ Hame < Account ¢Clr = Split o Amount < Baisnce o
Cruz, Maria
Branch Opening
Payment HAW2P5 3678 Cruz. MaraBranch Opening 12000 Undeposted Funds o 11000 Accounis Receivabie 226180 2,266.80 4
Payment 01102015 3678 Cruz, Maria:Brar.ch Opening 11000 - Accounts Receivable 12600 - Undepositad Funds -2261.80 0.0
Payment 0172012015 3589 Cruz, Mena:8ranch Opening 12000 - Undepogeied Funds 1000 - Accounis Recsivabie 2.050.05 2,050.05
Payment 01202015 363% Cruz, Mara:8ranch Opening 11000 - Accounts Recelvable 12000 - Undepoaled Funds -2050.05 000
Tolal Branch Opening 0.00 0.0¢
Total Cruz, Maria 400 0.00
Mazon, Bob
Paymeni otieR01s 9876 Weson, Bob 12800 - Undepasies Funds & 11000 - Accounis Receiable 1.177.88 5.177.66
Psymeni otAL20i5 9375 Wasan, Bob 11000 Accourds Receivable 412000 Undepasied Funds -1.477.88 0.00
Total Magon, Bob 0.00 000
TOTAL 2.00 0.00

Figure 6-62 Customize your report to look like this.

Important:
When you complete #2, do not close the report. You will use the modified report
in the next step.

3. Print the report you created in Step 2 and then memorize it in the Customers report
group. Name the memorized report “Payments Over $1,000 by Customer.”

4. Create and print a graph of your Income and Expenses (by Class) for January and
February 2015.
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